
uz%*y op a r t 


j^gcgtofgg t or ' eprocaaclng of t : sp»r»tlnt. 


Tafeja of Centorftf 


I* Approach • . . . 
II* O^ner* 1 Finding* 


##**•* 


• * * • • 


III, 


A 


apro easing Pr©e*0or * of >pa noting Ceapaaocsfco 


25X1 A6a 


* * 

• •**♦**■* 


»•#• * ♦ • * * 


* * * m 
* • • * • 
• ♦ # • • 


8ttf«D»lHliU«s 

1* ttaaifMrtani ................. 

2 , 

3» fanoi 
ProMMpai . 

1* oeaaral • 

2. U&I 9«pr»<Mi«»l>)K iwt*dSwra» . . . 

3* FI Xoproeoitoing Pra os o te roa ........... 

4. 1SS £apro cawing Froeedtorea 

5* IfcA Itpr ocaa tiac Vmmdmrm 

4. fiffioa of 4af iotio® D©pf©«awl*§ i roe&mitm ' 

C. Secarete *f Hmmot© Property and Beeaweet* Cfeargad to 
fad&vtdBals .... 


♦ * * » # 


* * • * 


I* General ... ............... 

2. OCX ftacords . . . 

3. f% fe«aard» 

It. L 3# Steaorse 

§• ®A Baeorda 

4. ©f t«fteltN {tvfply Li vision) Ro«nd» ...... 

iv. I> sprat eating Fttwadwat of fiostml a dsdLnis iratlw CnNcaatanta . . 
A. ciflM ®f Pcrsoarsl, Ftmonetl Aatlgsawmi liviaico* Caua- 

soling Branch .... ...... 

f. fflo© of PotssMhsl* Contract larsaatftal 1 ivision ...... 

c. Offiaa of fijeemmmkp 'ilitory Faraaatool PlarJMoa ...... 

U. fflo® ©f i <r.ntmn®l, roeordp and Saryieaa I.-ivialoTi., Control 
roeaesinr tronofc. ......... 

V. ii'eproaaaaing Igr vffir« of ttsscord . . 

A. Geaaral * 

S* Off low ©f Central Befaraaea* library ti vision* circulation 

I rtificb *. 


; jure 

1 


9 

9 

9 

9 
9 

10 
10 
10 
13 
10 
21 
Ft* 

25 

25 
2$ 

26 
21 

27 

<*& 

4* Jyi 

2i 


}Q 

31 

12 

3k 

3h 

34 


S 

Approved For Release 2001/0 


>Efe£fcl 

8710 : CIA-F 


RDP78-047 1 8A002400290050-1 


DP78-0471 8A002400290050-1 


Approved For Release 2001/08/10 r 


VI. 

VTI. 


C. OJCflUM of Logistics, fusHdtag- fciipfjjr 

8 ffi** of nogistiee, Supply i lvislori, Supply cporotiotss 

arwwhf Iwraotoiy, ti»p©**l sad fejwael*! Aeosrate . 

fe. QttUf of ~ogistie#, UradqiMrW* Board of s«nr<^ ...... 

F. am» of Seeurttgr, F«iwmb* 1 w*e«rtv ^lvls£»a # Clearraco 


t*. 

H. 

I. 

J. 
«. 

1*0 

l§* 

S*i 

fl* * 

0. 

P. 

C. 


CIA Credit 
3mw of 
BlNHMKt 
Iff!** of 
Off!** of 
ottim of 

fJfflM Of 

am** of 
Cffl*# «f 
PI Staff, 
om** of 
CfftM of 


* * * * 
Rios 


Currrat Iwtolligonce, Spools! £*bo321g*ooo § *&uri% 


i-ofietlc®, iil|lw% Rr*i**fe ........ 

«is»«sfo* sod fecporte, hop yubrs^f Moisira 

# * m 


th* i rector of ?^ro©aool 
PermwmtiLp ionoftts end. Coomltp rietsloa 
Trotaftog utswor ................ 

Ca«ta»tO*tio»o, Soeorlty division ........ 

Umprte J otegretlon itvfaAm 

tho Comptroller, ilooal I lvialoa ........ 

th* Cos^tfdllOF* Florae* Sioisteti ........ 


S«c*X*t«qr Xra««fw«* Bearing CJrrat^r iycnt t- operations 


‘onoK**. 


36 

36 

36 

37 
37 
3 V 
37 
3 e 
3® 
}£ 
J9 
If 

W 


Approved For Release 



CIA-RDP78-047 1 8A002400290050-1 












11 . 


25X1A 


A- 


Approved For Release 2001/08AJ^J^pfRDP78-04718A002400290050-1 


parsons#! specif!*.* in Ml afaovs. In scat# esses, this information 
was fcsasd wj*m aeiwwqsiicwwt hy the adninlstrativs ampl^ra##* rails r 
than upon dtfinita infcmstian «nd we# therefore not aowplete. 

Preaednro* for dcj^eaasing: personnel tr»wll«g overseas, going on 
leave idtheat jwf #ni aanv&riin*T 4® another anplcgrs# Stem# have b*» 
1 mJju<I« 4 1& tfc* survey baeawss of the possibility that, in Ua» o; *<a 
• of travel er 1UGT , the «Kpl*y#r eight resign without ratwraiiig to 
headquarter? , while in the e*e« of * conversion, the aoaversion «c~ 
tion eight ssrvs te eanfbs® records of the Individuals money, gre- 
ptrtar and daeamant oblige *le»s. 

A. Tb@ fcsqaaat for I «s*vwffl*Mil Motion# Standard Fare 52, i# a*©d ty tl.« 
Qffie* mi kerweaftel, Records ard &«rvie«* division m a basis for 
p repari ng the not ificatlnn af f eraarsial Action, tf 50, the offtdlal 
action which is sent to the awpl oystf, Offlss of the: C^sp trailer, 
ate, CM Regalafcien to.HHHsttt«« that "When m indivlaiiAl con- 
iwsplabe# volwataiy »ap*r*M^^ro» the A|«qr, ha should lire mm 
* 09111*8 advance ratios of this fact*, and that the SF 5? will ba for- 
warded to the offLaa of Persons®!, scheduled to szrive two weeks 
prior to the offsets** data of tha separation* the SF 52 h#s iw wary 
se»«s (5S$ by spot check,) , basso resolved by the off toe of Farseqnal 
os aar aftar tha separation date. If the C ensealing Pranwh of th^ 
Personnel Assignsissmt livisie*} ha# not received the SF 52 Igr the tiwe 
the enplayee is being daprotosseb, it will complete one as a work 
■beet and transmit to the Kscords and £?erviea# l 1 vision. 1 1 afp-?ara 
that, in mm? cases, tha f F 52 la delayed because nssasl precasting 
l&oluda# review by tha appropriate Career Samoa Board, which then 
sands the f f 5? to tha • 'ffise of Parweaml* In order to ovoid tfc* 
problems rsdaad when tho SF 52 la delayed in its traMsdttal to tha 
Offiae of PrraoaBel, neat oyarabing aaagponenta intearwiew^ have 
eatahliahad a standard practice of telephoning Cownseling hranefc 
whenever they’re advised of a »«joratloc* ft appears, however, Von 
a review of the f inane* i i vision log of separation esses that, In 
mazy oases, Finance l'i vision is not achrissd until the actual oat 
at tha separation. 

B* The Chief of AdriLatstVwUaa of mm W/T component has, in ord-r to 
provide Flssneo with sufficient advance notice af a separation, asked 
that peraasr.el of that component provide Finance division a weekly 
list of iuhws of «^ploy<#«s who will ba asperating ths fallowing » aah, 

€ . Military pereorsw l separating without advaees aotioe to Timm* • 1 vi- 
sion aenstltuta « particular problew* Of scans «xani»<*i in 
Mviaien’a collccOnn mam files, 13 involved sllitaiy and 

35 staff enplogracs. It ia norwal MPii pvoom&a* to d<fros ass s«fa- 
rstlag military saplcgreoo ta clasr the* with kgimy offiass 
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of racard) on th* effective date of separstite, iff 1 ® hits 
thi* constitutes a profei«m for office© of r ecord * 


the t 


B« Homel hllitasy fssrseeoneJL iviaicn procedure provide# for J?H to 

advise toe oiqplqf leg conugnsnt, at* raoaatiwi in tev«m%ef the earl of 
m Military tear of dot y ^©t*» f*BA RepOatieii So* states 

ihst KPP oil! sseii IJr th» component jfejAjg matrtha in advance . 'to ^ 
Chief, HPU fees stated the! this Kegels tlem should he gedeed to 
provide for six ova the* r»th«r thsw twelve month** advance aotif:- 
eat ion, mi that «»fTi he® refuosted atsoh a revision hot no action 
hoe yet been teiie%7» •* **Wl* fa time the w y ley leg Office should :r«*~ 
ply either that It vie tec to extend the Iteivldaol or that It d04f 
tot* Foma cetcposmmto ii&arciswte have stated that they do cot mpig 
to tho oetifitotSte hi Ml- mu loss they wish to have toe iteividoa*s 
tour of ehrta, extetete (Ijn each eases, HFI? telephones the nwiwpcntr st) , 
The Chief, tM too eta ted tost too compon e n t night oat lot HM knew 
aotil to# last day toother dr not it dates to extend tor. teUtorj 
employ**. ihio taUya MP5 deproeeaaliag of too mllitcxy employ «e, 
which is tom delay* deproocseing hr off loos of record, 

it, l neater of Qj>««*ting eajepaC'-at* rely owi lo oi voly upon toe Uffie^ 
of Personnel to accomplish fee deprootesiag of separating erspleye bj 
to coo tempers sots take me action to clear toe eeplagr»o of teligatinne 
which may he tote molly reoarded, such a# in regard to non-wap** afelf 
properly lead Top eer*4 dcmnects. #■• indicated iy to# iR«or«te« 
fra* too Chief, Supply IJiviyisn, Office of hogiotioo to Annex 9* 
net all property toiefe may he obtained ty on individual !* recorded 
is WgiaUe*| the operating eeespeaenfc my obtain property for an 
eapicy*#, end >fftc* record* should reflect its diepaoi tioru SirA- 
larly, doovmenta is sued ty il/tb/P are charged to a component, Chi to 
should then charge toon, to the individual. Only the Office* • records 
scold show this obligation, sw tone* Offices which charge doCi - 
monte to an Individual and to iefe provide for ea internal check put 
ty a ecyaratiag o^lcyse uuy bo k*j item, for oomsplo, a spot #;«efc 
with Oil division# shews that, i m sapa eases, they era act clear:, Lag 
separating espl<y*ee rugs; rteng T*&* documents, 

P. Several eperctiag (^go^^»to4M*tr«tiv^tti«wp^teve stotte 'tost 
Agency tegolatisne too de- 

proc^raing of e«f ^erotJui^^i^oSnEr^ialSSSqBaw^x^? tki not uob-* 
teia aruffledest detail ragarding proc«ter«i to fee f©Uo»*<i ty o**© 
efflofere Is depfc-orsplnt agent typt* (for sample, fear case officers, 
tom deproeeeeinf a staff y<st at hoadapartors, eentoot toe CIA 
Crwdit anlen to ««t«radi» toother mgr outstanding ehligatlorts «glat 
«r« though staff s-goRts mm obtain Credit Ctoon loan*; , and tog 
4a not provide acoeoato guidance tor station peraww —i . i><me te-i’- 
qnsrtere sdrinist rvtlve staffs find it sooessaiy to lactruet tbs 
field on oath separation in the procedures tones ate policies to te 
applied is depreeonstog employees because of the sfeoonee of writhes 


i , 
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iratrwetiniut. In te *1 bee sc* of specific ia# tractions, « neater of 
mt &M wnt* - both operating and. central atodnistrctiv* * tak# no ac- 
tion in inspect to cart* in joseiblo obligations, becsos* tosy 
this has slresty boon dene or will he doc* ty awtlwr ooKponertCT 


C* Several of the l«geiatie**» listed in Section VI of this r sport fall 
to dofi&e their «ev«raf*j ttey refer to "(^ploycs*’’ m to 

are no <Wto&tig|^M*f those tow . CIA i^gslatiea «e» 
j£9H9H heeooxjer^srs shlota is host being coordinated for 

rfrtiloi, in saw las tenses Is not specific In its ocwerggs or in 
preeederac to he followed. For axanple, i < emulation s 
that it applies to Agency csplegrees for all reasons other than re* 
tieilw in fores, ontsy late adlitary service and samara ties bases 
m afters* .findings of a. bccurlty M earing toard or the . rplayssict 
Review hoard, tost thorn is no ststonient refardtag toish KegulB.t4-.ms 
do apply la thaw eases, ash it does not stats whether these hegu- 
lotions apply to agents, contract personnel, aiUtasy per sonctl, 
st«* Siailarly, the SepdcUcn states that M o shock will bs mm I# 
to sso that the teplsyec has settled any itesbiednuet to tbs t-sa^#*- 
wwt sad that hs rwtwms uov^naswat property, bet thorn is no agwi*»* 
aant of responsibility for raking the cheek* ;h* «*g*l*tion dew* 
sot Stats toiet aotiott a s s afcr ol office of record ic to tofece if' its 
records stew #® obligation on the part of a capers ting enplcyes. 

S* fho deprosawoinf of cope rating mpU&mm at several field stations 
is oeecapllshed lithotti iastrsetlaas to ar from headquarters, with* 
sat ratifying beadcterters of apecifis ration taken, sand without 
sobatlbfccl to h 60 E?et.*rt*rs of apprap t i ate cert! flections which e*n 
bs placed in the avpbqree’c foMar* 

X* Few sa a goa anta toko a ay action, town m raployse is transferring to 
•cotter Agcrcy enpooent, to advise the gaining eeapenent of tbs 
employee '• obllgatione, although certain do provide 

for sadfe notification, la accords ns* imm neiifl- 

nsticB forme in limes C. 

X* The clearance of sopurating soptogreos Is normally handled by clerical 
ssplcyeao in a central admisletvative office via telephone with 
clerical wgtlsyeec in central of fleas of r raced. tm m enp instssoeo, 
neither ecplogree is aware of the identity of tbs other or of tbs na- 
ture of the telephone transection, tomally, the §*qpbsye$ in the 
office of record certifies orally that a separating sspleyt « is Tree 
of flhligationa, and toe degree of the certifier* o liability toes toe 
erroneously clears a esiwrating eoplqyee appears to bs liaitsd to « 
detoesinstion that, toe certifier exhausted all normal Reims of V* ri- 
fiostion. 


The Final fsymm& 
teed in the nsjarity of 


h*Mfc, fors fl (See Amec I'-), which is 
f or degceoeseing separating mvsp-loy^m, 
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rsapira* 1 Jm cepiaye® te certify - fey signature * teal he in sot * in- 
debted* t» tin- felted State# (htefewi. The raetor* sf tM# *feddbt- 
«&»•##* 1# net 4v£L»ed{ the usual ceartotatl.cn 1# ft nosotaxy Imtebtehaese , 
*«•*»*• t fee*# i« an r«f*r*a## te w deowMtttte. (hee Heswr* 

and## fro# the Chief, supply Livi*i©» # UfXUo of LagtsUos, ^nir »). 

On® operating tefepeaeafe has cite# a ease of act «g$sJay*«t who was iiilec 
after hl» CIA •«) are lion dcproeesBAjs*. The snployoe feed, net eefe- 
lywlsdgad the act xeesssiftg in writing, end hi# widow pressed « c Late 
agalast tea Agency an cwaaM teat her husband ted not bean mdc 
•vara of the r«odjrafttot« ter we wt iai hi# insurance. 

All return©* »teff naplcyeos and Military details are recce sted fc y 
tee Uffi** ®f Security raprw# urstetAve in Central freoessiag Broach 
te take a polygraph teat, which tested*# eueetiima regarding nagi 
propcrtp* ate, £ o#« «*p3jay»*sa planning te re#ign refuse te tabs 
te# teat. 

la a motor of is fP divisions, neither headquarters me field ahra- 
panaat* det^rcdte whether an anploy oc separating overseas has a 
Credit Union teMgstdUsu 

Thai Chief, # dniniatrative Staff, of Cf*» fete stated that OCM hagteter# 
4«al with a ilaitte amber #f ittcivlduala, ate taw* .no interest in 
fealag iMladed te. Mpantt oa deproeesalags. Benefit# ate Casualty 
Pi vision ha*, indicated a desire for inclusion in d^rocea sings . She 
Shiaf, Casualty Affair# Franco of te# tenefit# ate Casually Sivi^ten 
ha# tested that there are tee fas nedleal elates against th# -go «y 
te warrant tee coat and effort of a final mkU cal <«ante«Uo» fir 
separating eep.lapwea. Bush an esaadnotion would .not prsated# a 
later elate. 

Againgr feaa.i-'baoK^^^BH refaire# sufeatiLttsl of a bequest for ¥*.nmmwl 
Ateion (ftf 52 ) for a nilltaty detail separating te rahttrn te parent 
•arvioo. Although «**e eerponwnts do art rubsit the SF 52, tea 
Chief, lag Bransh of •=■ ill t#ry I ersonnel iivisian state* that ha 
has never seen such an EJF 51. 

l.a asst ease# of staff u&plsjreas and staff agents who separate «s th- 
ote settling financial ohligations, CIA. can assess book pay mod re* 
tlraaeat (nary of tea ossa# now feefe$ preeeased fey Fiaanefc arc ate ' ' 
old that teeot fates no longer sadte) • This does not apply to p*r- 
socxmil transferring te othor t edarsl a gen* tee cowered ty th* HetsSro- 
a*nt Fystan, or to mi ill ary details or ©swart esplsgrses* In the 
latter oases, attempts arc asde to obtain represent agrea&ents by 
t hm emnlxm*} • 

■■ mnmjm w **• w 


Thavol advance are normally wade wall in adwsaoe of tee trip. For 
dtoasti# ftM: , the trawolor umally receives tee nonay one te five 
dap# feofarehond} ©. staff capleyo# going f®f owersass would reee&t* 
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¥* 1 fm nm&ami’ti* require detailed SLtmmlml deprtewaoiiig of a «*pas- 
rating employee, ami sovoml component* wal ntejn axtemiwe records 
af the state* of saeb «a^pl^-^ , a account*. Finonoe Hvlt*iea states 
ti»i the eparntirig eowponmt mm .not conduct such OsfrocoaalH*, 
nines thin Mgr duplicate F inane a procedure. Inn op seating OMfaaaiita 
hmm atetec that tfc«y k*w little- need far the monthly financo i lri- 
•Iob natelx^ run of trial Isimata. Finance *1 vision also sate* a 
quarterly ntntvaitnt to each eMplcyoo fearing » op*** i&vmm acacunt, 
nnd it woods a »• naemavm to mpicycao with doling* wot acocmntn. 
Finonl l ivtsion sate# m periodic atetswants to ladtlri duals witfc se~ 
linge&nt advance accounts. 

In aneardanc* with CU Settee (7 tec enter 3P5J), Fiscal 

tirlBim nntoxetleally dachseta from m oapl ay***n psf'Ofesok mm fen 
tea not properly mm anted for an advance of under 420) when tte m 
I# in oaeeoaa of £30, bh# <aqpIo&*« 1* flfw aotioo ate a gat tie**?* 
tea date, after vnloh tfeo teteetion to note, Finanoc irision fellow* 
a sintlar procods *re, altboegfc it Mrwally gives notloa before asking 
tfeo datentioo. 1 sitter division dll appro** an advance to an mm» 
ploym with m alrea<$r dolineuent advance account (except in &mm 
of epomtiffioal o#:o«o#iv)« 

item tfea owyloyoe ten swf» 

fieiont * equity” tn teak pay ate reti r a want j tamower* steer cer tain 
eir owns tenet:*, it will ponAt tfeo odvonec if th* onploym eon obtain 
•* ite amity bote from a private eeopaeoy (at feta owe mpaas#/* 

1 • Rath lineal ate linane* vision hove stated that an. mployuoe 
afcowld elnar p&roonnlly through both division*. 

E* Tfeo Chlaf of Supply II via it* # r -ffi*o of Logintioa, ate tea, in Annex B # 
that *th« only record Maintains in tfeo Offioo of ogle ties of f.w»- 
parbjr iaoueci to spoeif ie onployoen i« for that property released on 
■aaoroteuiK receipt or hate receij*,..4eooirdiagjty t tho office of 
tegintina 4 certification (or «aearaac*> teaUAte on Font fio, 31 
Z'iaal rayweat Clmreao* bM*\f indicate* mUs that the reeorda naiit- 
tninte In tfeo yffto* of dofictios refloat no outntendlng property 
ohligaMoaN*.*** The Cfeiaf of F apply iivioion ntntoo that a® aa^pioy«® 
nay obtain proporty fro* fonr or nor* additional oenroasj that id;«a 
aa eogOayoa givaa property te anabfeor, h« ateald obtain a receipt; 
that tho anplayin^ office moot also bo ooKtaeted retard ing property 
providte tfe* «te that tho oorfeifinntien appoarir^ in tl & 

Final Pognoant t lanranc# thsmt should bo maodacl to rote as folloi s? 

*t oortiff that, to the beat of ay Umowlodgo arxi boliof, all Contra-* 
neat proporiy in sued to »© fern beam roturate or ha* boon prap«rl> 
ocoounted for and that 1 an net indebted to tho United I iaieo 
OovsrmwHBrt. ^atemvar «a a result of ay nmomtion with ^felt or- 
ganisation.* 

-7- 
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kA, 8 Eoptosfe*** 7$$$) states, is €h#|.4«sr 

P***g*»pfc ?# that "InvUltetiMi chiafa *r« responsible for at curing 
that on offeetivy method Is established for giving property clotr- 
****** to *11 i.ndivid»*le being separated ar transferred frm th* in- 
staULatimu iroparty mttlNB<ints.».«u*t bo wdc prior to granting 
properly el^rancsa. ftoiiftcsticra of such tarilricuai property 
oloaram son will bo furnished headquarter*.* boot field ceoponorts 
«ro not providing headquarters with mob iiiforsaliianj eeroov&r, feba 
Of floe of Logietias ototoo 'that it km no contro l over, end aooe not 1 "' 
revive, proo«j«rt* followed fey fi#14 oupply of fleers In d^rocessing 
separating eaplsyaos, lb® field, in nest eases, dose not content 
headquarters to dotsmina Whether th# individual enquired property 
tlisari # md sm*. exponent® don’ % adviau the field of property tie 
Individual taken ar«n«u. 

hequiaitioas am theaarotioally required in order to Obtain oortoin 
Itena of n«E^«ccpcndobl# property fro b the Office of Logiaiies - smh 
m tape record aro* l»«aa# of thea# item oar., however, be Obtained 
flron mappty room by band am nipt (along with tana 6? iteae ©f por- 
table, mir-eapeasLafcl* property}, lbs Acting Chief of supply 14*1- 
•ion ban stated that the betiding t apply offioer does not almye 
obtain on the receipt the aigaaburo of the anploysv who la to an© 
the property - a seemtaagr night sign for bar supervisor. HoeeM* 
on file tit! thn MldUg Jiepply uffieer (none of those am sin jam 
old) am not reviewed periodically to dot enttge the l oc ation of 
property, and tb* Of floe of Legist!** has taktn inrontoiy infre- 
quently, .jffiote* The effia* of Logistic is about to establish * 
kmm to nrvim than* roeeipt Hiss in ardor to bring than up t® «at®g7 
Little effort is mda by Boat eerpenent# to Maintain records of tha 
i*oatlon of property imp to beep r aooipta up ta date. Kearemr, tin* 
OffUe of Log! sties states that, ao long aa it has tb* uw of any 
iadi virtual fear m Item of property. It beliovea its raceme adsq ate. 
fb«r* Is no feme l requinaawit that such an individual obtain m~ 
oalpt* w*MM^b^tr«egNro property (although, In accordance with 
hegnlntiea^^^^^^^B ha* s personally liable for the property), 

SC-* On# control over the circulation of mn— expandable property i» *r©» 
*idad ty the ret»irawent for property building paas«a. How#v..r, 
them am, secwrdiiig to the Building Supply Officer, 1&0 ^apliy*,,® 
authorised to lotue property passes, and a ranter of eaqplqyi.es ham 
pemanont peseta. 

ill. There is m preetttoro to cover « situation ©f a sc,>ar»Usg mmpX^w 
who csoaot account far an Agamy -smied bosk. The Chief of c itera- 
tion Bronofe, CIA -4fcrney, thinks tho if fie# of ? arsons# 1 My &rm,.ng® 
for a payroll deduction, 'Ik ere ar# several Agency tsplaye*# eitsrg od 
with several hunOrad book# each. 


-fl- 
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M/Wl/9 is about to ofcoty tS/P *©p 5 caret do a m.mt recors-heepiof . 
S«» eaafNMMate < © not obtain signatures or receipt* whan Isaniag 
T.i • 4mmum%m tasuraaf* they bellow their sail elertai knew where the 
do omenta ore. 


tierce ewelnir Proctor at of Owasatlas UranonacitR 



In all cmpsnoKts intertimod* u*« lio pro c ea alag of staff oof i.<ay«e» 
soil sdLlitaiy detailed 'to- CIO to -tbo r ts ponelM X I % of 

the l.d^nistretiec or support Staff (nsaalXjr the F#fvom«l ftffl- 
oar) . liosfwnof Mlitlea for dapfasasslag other typo* of swployooe 
T«y. In a fair cottpomrte, the deproeooaing of staff to 

* Joist raepcnsibllity of the ooo* officer and the *dai*&*tr a. tire 
Staff | la abhors* it is the solo roapoasibiilty of the com 
offlesr. Is art# n division of r*/p - the report 

Staff d«preaes«e* eeperoiing staff agents uadne ssemtlalty the 

The SOpST# Hofi Of # 0 ®** 
trait spent* it handed ty the csss officer is 00*17 eeapone t. 

Is thooe eea* anent* having at e rt consul tons, deprceoraiag is 
ae*w*l% 0 responsibility of the *<ii*lni*tr*ti** dtaff| insofar 
as ©oofirt oojMmltonto are concerned, the ease officer or * in 
the ca»<~. of htyh»l«sal consultants - the component chief has 
this sonpofMdbillty * 



Fearsome! separating osorsaso are deproeesead ty the station 
chief (or she ftdMinlstrstlee officor or esse officer seder the 
station chief’s anperr&sloft> with, la a few swot* instruction* 
tram Jaeftstywartero* In those eases whore wg&tysan are uarrii a 
on th# field */b of one a eeiponant* although ebbetanblee-ity mm* 
pXtyeoo of m~oiti«r at headquarters ( o.g. * the OSf i aiantifie 
Isfeelligoaoe i vision, which io serried oa £I/P»s l,f iirisioii 
field ?/£>) , tho deprocosoinp. is handled tyr the station chief in 
tho mu ssnenr m for sctaal aaplsroos of tho station. 
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Dtwe ar«r variations in th# depwwessiag prQum.\xcm applied tgr 
the 1? component# intervi**yd. I von slthin the IS>A Are*, m 
two t»i eidolons aspl*? identical procedure. Bone esapeaesfts 
raoulr* mctnm^f detailed final clearance of separating «*- 
pl<qr«c*, set o-a^r in regard to eonegr, property and docanentSj, 
b«t in relation to varicur. internal adndLnistrativo sitters; 

otter* clear sopourating awployet* only in retard to a tm pot- 


; % n fwT;. ii b wt\ * rrr 


NETS 


i ; M ■; 


il i«ir proc<«tu**a ar# United to the aubaittal af a Saqssst for 
Personnel Action (£•!• 52) • *h« Office of Scientific Intelligence 

and FI i iviaioa of It/P a re used bales a* examples of tNgpainnft* 
requiring highly detailed and eoappeteatiet deprowbaaingj IS 


"lM»gr 


•operating espbegoes, and Ifed Mvielon of if/r and too ' ffic<- 
of Logistics require little or no final clearance of separating 
eraployots. lUaeted as kmm I »r« fares used by- various * t«*»l 
c anyone rts 9»r the internal dopmoosaiag of separating capiat o« 
At ate© Id fcs acted that the mt nnjerifc of aoperation* are 

1 


(1) Adntolctratite Staff is advi#*4 of a separation via a. 
letter fins tte *»picyea, ondo*»«d % the division er 
staff chief. 

(?) id»te. Staff interviews the wpl/cgac in ardor to detr- 
Btine father ho can bo " salvaged* for the Agency. 

(3) Adds u taff writ as the unplayea * letter of af^reeiatt****, 
for the aI'-AI's signature. 

<k) Atete. '-taff tol^pbonaa the Counseling Branch, Fersc»assl 
luifsaMt l ivision, office of F or ao ww l, to arrange an 
- interview for th* separating aaplaye*. 

(5) Adnte. ; taff fswsparae a Ucguast far PsanMnsl Action 
(ftF 52), copies of vliiah aro traaseeitted to Fiscal Bi. vi- 
sion, Office of Security* Office Cf Personnel* and 0LI 

m os. 

(6) A final Fitnoes « sport is ahtdnsd from the. division or 
staff , and i* sent t» the Office of Personnel. 
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(?) Spatial inUUtc«M» a^cariiy d«hrl«.fin§ la arrangac* 

(mt dsferlefa tb® mphafoo with a apodal iatelligmc© 
clearance, auwi th# Gfttno of Seowrttsr debriefs far wtluHr 
clearance*.) irrwB««nwt» arc «*ad# to r raploainc «t v 
•apiwfcnr who la • Top Secret Control Officer, aad/«r 
td’iO has bean «aw1 gncd duties under the CSX 
plan* 

(ft) A^sfcn* staff einsete its records ef property charged to 
the iwUvidwel, sad obtains either the pr operty «r as 
sc counting for It* drdn. also checks lta raccrds of 
outstanding travel advene*#, and obtains naoeseafy 
eeoauatlafa* 

(?) The to turn In to 'Che £<tei». S i«ff 

passports, perking paaadta and als&Xsr da,~»- 

sente 

(3®) y eiwin* staff' advise# the uspleye© to cost tact OCR, I» 
order to detun&m whether aiy book# or daems ont s sr ^ 
©halted to Ms, tnclud iag Top Secret* amt to as-rntg* to 
rt\mcn than or to transfer ao ooaat a bility. the o^orater 
1 * also told to contact his division or staff tap fteerat 
Control Officer end to account far a 11 docusvute charged 
to hist. 

(H) ife® separator** mms ia removed firan the idsda staff*® 
.Hot of tSf pt-raeaml available far overseas duty. 

(If) krrmig*wmt9 mm sad* to change aafo eootolnstiona. 

(13) %«*; appropriate, ©min* Staff contact# the diwiaifH 
«T on. IS* office wa>ch 

< menr rast er* and ideatiflsatie® doennrats are ra* 
triwad first tha separator* 

(Ih) Iha final tiiso and ititeodooee report ia ohtalasd fron 
the dmedon or staff and in carries by the oqplsyce to 
the < ff ice of Personnel* 

US) **• separator*# twwws ia r«nov*d faon the Hat ©f CSl par* 
assail mthoriaad to release ©abla® and to ai*» ©ertain 
doosa^eta* 

(16) *«frs.ts. xtadCf ro#o«to of the individfears am: 

training bacdqgraend are cleared. 

(IT) 'The d --processing ©hook list is placed in the individual*® 
3fH*e personnel folder, where it ia retained for s rhort 
parted of %Zm and ia than destroy *©L 

- 11 - 
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£*HSH8 kkssmsfflm. MX Ifetegaartors 

it) ^ppnooriMtttly fix to eight Matte prior to ssaptstlsn 
of the individual's tour of duly, Kilitaiy .ftescnnal 
Haiadbaa of tte uffie* of Forsaatei w®A t notification 
to ho *teinistrativ* Staff. 

if) If wishes to cxtead th# tear and retain the 

vica&l, 4% <ll roc to * a»e»ora»riu» mnasrtlag the sc tier, 
to teiaii sake* tte itaoossajy cmMfMsstv with its* 
parent aervlee organisation. If tte ltelvtdt&al is sot 
to IN. rvtataed, the mi Adais. Staff erracges to tftesr 
c®I records rsgcrdtnf wrojr, property sad dseaaettta 
charred to hiM # and arrases for OCX debriefing, is tho 
**»* m»m 0 r am tar separating otoff employes#. Me other 
tetioa is takon by Gf> I to deprceose tho individual, nor 
.is a Hoerttaat for Persownol Action (SF ??) sect to tho 
Office «f raroonnoi. 

•hi h«8 nemo. 

4 * £±a3fe&3£gL S-tegMjfe fr . It. HftaftMBCBMp 

o«I procedure* depend upon tho eirouaetenc*# of % km eons * i- 
tsat’s eeployaent. Memattf* Adadn. Staff races rds of travel 
•dveaeas otearged to tte iteividuai art revlsved «*2 cleared, 
and amaMssiflat* ss» agd e far s&curitv dfcfarl *»«?». ^wi-- t a »tu 
ted other rewards sr« not miwhi it la assttnod ty Adaia. 
Staff that a consultant would not harm those oblige tiems. 

* uefe mmplagmm ar* easier the ateigi*taratl*« dirocUoa of tte 
10/r Areaj their separations are handled fcy tte area die »ion 
as for esy arm division mylayoe. OS I ^dnin. Staff talc a 
m actio®. Jfmtm Thors have boast so oases of staff an* 
al&yaes separating in the field. .-ucb personnel wrald anr- 
Mlly return to headquarter# prior to gepuratlo%7 

f * §Atff..iaLj.iaiiar ipl<g«vs t-oim overseas 

A tain* Staff ©hocks Its records regar ding ooowrttj clear* maa, 
advances m d/«r property charged to the individual. If *«- 
ewritjr el-sarane-a will not bo impaired by ths traveler » 
anr».ng t Mntc am cade for his debriefing. if tha Individual 
has had travel ad tteg as fte «fa|Ah fa#** oat -faesuaitM, «*ut. 
Staff telBS pteteteant* vith tte individual to imte.lt mcas- 
®*ry acccustiag«* frop^rty is usually tur&ad ia t« Ad ad®. 

-IE- 
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or not the ee^plpyee in depresses eo deplanes UfJOU t.£l® 


If #n IMv? for |6 «s* sore dgys# the individual jggr b# #{.;»» 
•ssssd In the ease ftthlm m • separating C# $ IUH|: ii33@f w 

inf nil the nlenrane# procedure* specified in paragraph a 
Asve* /. U personnel going on sstarsitp leave are given a 
•aespltia 4Mfnro*a##tng # an Jfcr separation*. 


»*» dejroc*a*ing in applied, sines <£X consider* this a tram 
far action* Tfcl* tgpe of eei*v«r*io» occur# only nhsn an 
employes goes overseas. 


staff ogpiagroo*) 


Is lnfosaticm Is scat tg C£i to the gaining sasponeat te- 
gsrdlng oaproeosoinf the esplegree has received, or the s *tus 
»f hi* at count#, m 1* daproeessed as a asperating anplcyee* 


a*. i> 


(I) the glaring flt branch prepares a Regsest fer Perms®* 
Action <$F 0) t ell A is traiwallted to the- ri liviaieg 
5 uppcrt tf laif. 

(?) oappsrt Staff' telephones the Cowelisg iwawh, Perocwsi 
Assignment I lviaio®, ‘Pffiee of farseoftel, to arrange a® 
mi% interview fer the separating eaplegree. ; apport 
* taff tdsfhonas the ray roll Branch of either Fiscal i 
vision ar Flame -1 vision (as appr^rlste) to sdvi*> 
of th-i date of separation* 

(3) Soppsrt S ta£f Personnel and Twining ftsstlah* adviser 
tfe® f i J i vision Chief sf the separation, and than rstts 
repaired copies of the m ft t© the F& s import £ half's 
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Pint?*® ft settee and to to« P mnmmm l and tiwlaiag ‘.'cotie®. 
to#® mptm g® to to® - me® of f ■ toaritgr and the appro- 
priate payroll brsneh rmdmr the CcsBpftrolic-r. 

(k) On to® ranting of to® If $S 0 ft. Finane® Officer efeectti 

M# records ®f to# individual* a accounts, and. contort 
fiscal #r flsaae# i t visions a® a p p r op r i ate in cedar fee 
datoewla® that no open a acetate exist. £[£ F inane# 1* 
eifttoa has* tor an ovaaeii®** rets*®©#, no infezttatito 
n**#rdls* tli® statue of to# Individ®®.!* a field aceae ntc 9 
it «UX contact to® field ®t*ile%7 Fa Finance will 
attonpt to get the separator tc e*ttl* ail accounts. 

All ccpl«® of toe feP and toe aa^isQr«®'» folder «r» 
tranftaiitoe to to® apfarepriata -tgonsf Carter ■• ervie# 
fe«pi 9 toon transnit* to® &P 5§ t® th« office of 

Pej*o«s®l* 

CS) ,5 * to# day before* or toe day ef* to# aasplcgraa’a seg *ra- 
tio«# fe® Keforto to to® Ft Support S toff which, using 
to® checklist &«* kmm •■ ) « toiaphone# ffi/T Top Lee ret 
Control to d«t®r«iaa toetoor to® itofiiail to afcargwd 
«* oDouiMne® * mm gives the separator to® toetoltot* 
oto* If TJft. Control has record® of cocuatnta to»r«d 
to to® lKhiitoi, it sill contact bin f«v setouistlJhfj/ 

(6) Hie separator h*n ^-eastriea to® toackltot to to# deslg- 

aatod !oo®ti«a», mod obtain® mlomrmm signature#? ranch 
top ® aerei uintfol) ¥» Mllatoi Chief* Ft, Ffe ftosse 
Officer* Fi togfetlos Officer and F. Security Officer. 

•=%** h» report® to toa FS Logistics Officer # h# algae a 
oorti float® {£ raw* - j stating tost to has no gotor®- 
a«nt nropertr. ff* during this d«prce«#isg, the iaii- 
eidml toe aramf or dement# charged to Ma, arraag : snoto 
ar# aside tor a »«tt i s aant of &eeetmto* 

f ?) 3b® separating t apl g y a* returns to F>- Support fc taff with 
tli# «tookIietj tho totoklittt la s*nt to tor ^le^iag- 
fk Branoh. 


idt H M&B&tmm 

■ H i gf i " i ' ^ ii mJ ii ! l AKrlffir aC e ft i ™ 

. * #CHtort 5 toff Mintoina records on nliitoap pt.r®«6B«j..| 
it la net Tatiflad V r iiitoij Psanmeoal Heisian of tot. 

end of a sdlitoty toturj/ 

to c-ploying FI hrwwto sceparoa an &F $2 (mpormtim- * 
.return to parent s#rci®e; « and tram?* it# to topport i -off . 


•Hi* 
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(t) : appert l calf, l/t t nation, dsprosess'ig* to# individual 

in toe Ms>c nmr as * staff aaployee, utllilaiag to* 
tototcllst oontaimc la Annex l* 

(1) to* if 52 is cent to Offias «£ f'eroowimi (. Military f -sr- 
somsI 14 vision) load Cfflo* of Caourlty, Vis toe appro- 
prists Career ^r.rria* Board* {So eofy Is ssnt to 
Finance revision.) 

«• rJaffl. fc.wfldai; .j.'L.ai^aw.^gi 

■CD FF* Irons** prepares SF $ t (with signature of agent, if 
pessilils}, sod transmits to Ft Support Staff, the I v St 
Is sfesi. to Office of Pirmwli etc*, via tie Career 
Sertosa Hoard* 

{t> Support staff arranges for office of forarltp te dafertsf 
too lallvtoiit 

(3) Ssppoit Staff contact# Agent l &rvic« Bastion of finsAOS 
M vision, to a Aria* of saparatiOB and wittm toe agent 
will be available for fl n saolsl dsbri sflng • 

(It) Support staff a wtot i Contract Parsodnal -i vision si* tbs 
Cfflna of isracmaal to dstsxnias tost division 

wiatos to »m tbs agent* Support Matff brief* Mat to- 
gardiag inaurcnc* sod atadUor natters* £Fla*ace i tvtsion 
•cog toe scoot, end settles asp ovtotoottag asdounto.) 

(S) support Staff oaks toe agent to take s final uedlcsl 
<^umI nation sad s polygraph tost* 

(t) lbs separatist agufii to dsfroaotsacd fcy F: fcuppert i toff, 
in too osior na nrsr so a sopors ting staff anpicg-##, %/ 
uaa of to* aback list. itorlng this deproa^aaing, to- 
ogsat toons is all proparty and tocuoento be *aogr basts 
obtained either fra* ft or olnew h a ra * F;& logistics 
tfftoer contacts to# Cffiaa of logistics regarding pro- 
perty ehargad to toe individual. 

(1) lb# case officer givus toe agent aotiee of taminetlca 
of contrast* and obtains tbs #g#ni*o signature m m 
aeleniarlodganeftt of tbs tomlostiou. 

(2) to tto tomsoilng is applied. If too cos* officer had oto- 
tadnsd property »r maastaiy advesMN# tor too agent, aa 
sttsnpi is fWMi® to rotriovo or to obtain a sailafaetojy 
accounting. ££t m agent had property or an artvaoc#, 
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ana abandonee Yds position* the qmo officer vwrifcrt 
wrlV an exalanctexy report md tee ease woulxt be tuned 
over to tee ^ fto« of f o«WM 4 %j t 7 

•* SMBUiana j^atoLSLi. grtmaicagf 

(1) Tfee c^apoea«s#ln|f of evert, cowmliftsto it tee StMt fe§ that 
applied to eeparating staff anpiefees* loo iodine m* of 
the cbcofcliet, freparatioe of SF $?# etc. 

(?) "lie degeuceaaing of covert consultanta varies viih tee 
Individual. Mo internal il deproe tewing is ^li^i 
Case officers teeald obtain an mgou ting for «U ae~ 
vesoee* 


f. $ toff itlwwi Soatretl^ in the Field 

(1) She iqpgtfopriate fi Brawn at headquarters It adviced If 
aabte or dispatch of tec • operation. The Branch pre- 
pares an £F 5f, and cobalts to Support Staff. 

(*'# Support Staff telafteow as Finance llvieiea regarding tee 

as in nmat it g—j iQiori j~t — ina > t m it dtbftaR ■Sil S? fgjft A a -t~ ■w mo — rt 1 1 ? - ivnc hhii m i 

PB-P^r y»Atwt y Wl W W &W jNf 

and 1 aeurlty. 

(3) The eggoragarlato F* Breach at headquarters sends a afhla 
(coordinated with F» Smpport Staff and Finance ivielofl/ 
Instructing the field to* debrief tht eapiey <a*f 0 bi.de 
a signed ••amqr agreenent for return to headqpsrterssj 
retrieve all outstanding p roper t y nod obtain a signer 
certi fi cat io n (far retwra to h®edf«ariers) that the lar 
dividual hae no geceraaant property | obtain m accenting 
for all advances and send a owrtifiaeto to h«aoq»«rt re 
regarding fluids charred to tee individual. 

(k) Ths field cable heedqBMrtera, advising of unsettled 
aeeeente and of teave to the individual* » credit* A 
copy of this cable gee# to Fiaanea «ieiei©n* 

(5) *'h» field doproeeeeee the isdiYldsal, sad ounds to »-*d- 
gosrinrs a eenplvted rereoasol Transfer and. €X«araiie» 
-heed (far* 13-4£) # giving the status of tee individual* c 
the ocrtlfioaUon, signed ty the separatist 
o n plsyoo , regarding properly, iari. a eignad eeor®% 
agrosntnt. 

(4) the tom 31-ld> relating to fenda ia emit to Finance i i«* 
viaionj the certificate relating to property 1* eeat to 
the Cffiee of .eglatiee* 
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Cl) vh« t Branch *t h^tic^sartora reoalrea a nut of* ffito- 
pstofc adviolng ef the iadlYidnol't separation {to return 
to the fovowt a*r*to«}* 

(?) ft$ ft ftisiwis. prepares « &P S? for trsawAttsl to Klllr 
tony ’‘ensoMuol Haioios* Offlo* of Pearoowii# and 
■ to FE Support Staff* 

C3) r& Staff (Military SooIIm) edhlfl* the ft*14 

appreri*»§! t fee sotieaj and sends th* ft? ft to tbo Mili- 
tary eraoitn.*! livislon, eta the «pfrogrUflw C*r*er ! er* 
vies >o*rd. (So doproiffwilnt iaatruetiaa* art &vm 0 
mbms oonooRc to leaving bouthaasi Asia krm*} 

(It) me turn &apT 0 tvmm the truttvidasl and traaaniia V 
Ooodfeoortaro * signed aaorswy *gra«*«wt, « Pirtammi 
Transfer sod Clearance Shaat and « signed cartlfieat 
relating to property* These are trar-swlttad to t lift 


Procedure* mppM.nA vox? with lam ooodltlottoj generally » 
however, the aan» pr se sdara i» applied m for a^aratia* 
•toff acplayassy. lasladlsg traasnittal to headquarters ol 


(1) Casa officer ciM the agent actio* of iNMMaatten of 


Ceojf to Ttomm* Division) of tbo termination of tha agent 

(3) ffee t'«prmmmhj% of contrast agente &9pm&m upon tha field 
situation. Gansralty, however* tha oases of floor or sta- 
tics ahief debrlefe the Individual (security) » «rsages 


{i*5 1 espy of the agent's ferries Seeard la a«rt to 
?P S'tsff .et fesadtraarters. 


S ooh esaplegaaa *r« d*proc«sa«4 al this Fh as If a®psratfag|> 
tgr use of aa Internal d«*ckliat- (Sm paragraph 3* shot-=*) 
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Vfefia eaplcyad tram outside CIA ae staff egast** :h* 
ease of fleer, * of Contract 01 - 

vi ate a, and possibly « representative «f Finance : ivlsion 


Hie to hit tmm ** ***** aigna turea an secaeoaiy agr oo- 
seats. Case off leer fivwe th* agent mam? m4 Obtains 
a signed receipt (Inter turned «wr to Finance ilvlslos/ 
If the agent in give® pvop«rV» h« eigns a reeaipi f >r 
tfco csss af fleet*, who later advise* the field, via ils- 
pateh (eeerdlwdted with of flee of 4>gi sties) • i*ha a sent 
earria* a Foreign utgr Bate Sheet ever mm with feist, and 
fee mat seceaai far e dracoes reealviid spe& arrival at 


«plc»y*e separation d«prm**axnf is applied, after sr&efe 
the pmeeeelnfi epeeiflcd la k{lj above la sag ployed 
(east officer obtains receipts far foods sad propurV# 
settfloe t fee field, etc*}. 


hsoulea ^atirsljf fey the esse officer, there is no Fa deprs- 
seating* If tfes esse of fleer procures fhadt er property for 


there Is no Fa dspr©- 


So dapreceeslng is applied if the IMSP is for und<ar 60 days. 
Fear 60 er sere days ihvF, staff mpltQmm and staff ages t* 
are d«prooe*#«*d as if e operating; still Usy end ether types 




we f- dopveesesing is applied. 


siasu. 


The staff «spiey<3» is dapreeeesed as if sesMuretisg 




!# F deprooeseiiii is applied* 
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k JJ »hta Atia&iu tmf l*ama «f the eejparetion, it content* 

'-it* oqplagraa, bs*$ hi m atfn m SF $a* 

Cl) WltUk tfca eaplcp-.a in at Aduln* Staff # an iat^anriew is 
arr*r.f«d with Counseling Branch, via telephone. 

O) 'ih« h¥ 52 ie p gapar a d and ae»t to the Office of FactciiMl. 

(k) The- t'aployoo i* iRtcreleMed t§r the &dadsu f- tuff Piias-nce 
Officer, aa«J aer^flf^WHaftie are sate to astil* argr oui- 


lie esplsgree ia raUcvai of raapaaatbtlity for top $ 
d a aaaawt a bp M* dieiaion. 


’til# .-’dteain. Staff pr e par aa the §f .5* and aenda to Killtaiy 
f*w*®»al r l vision, *fW which the eaplep *a # * (bpaoeaaa’lat 
ia fi# ianiaated in a(li} mM (f) above* 




idio «sM, Kortdng with Finance &tviaiaa m ftaaaasaqr, «b- 


awalrt have no olassifiad 
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fcdKlru : taff obtain* accounting for outstanding advance 



(1) If fee leave la la exeees of >0 d*jr» # A data* Staff tub- 
alt* a* IF $2 to tie office of ft* ioaeal. 

(2) £* fcpgt^aal ag la sane mo for eeparttions. 


uLxJf. 1 a? iRHEEsSot 


ncausSj 


Ida In. Staff aabwlte an IF 5f » but no deproenaeing 1* applied. 


(1) One Sr 5f l« edheitted for tie aaperetinn at staff «r~ 
play**, ml one for the staff agent *^»inta*nt. 

(2) Me action is taken to depreoeea the enplayee* tlnee esafe 
oonreerelona oouer only tfoea the ladivldsiel Is to be 
assigned to the field (in idii eh ease# the dajprr*5*Beir»g: 
enplsyed far pareonaei going oversea* is applicable j &pm 
finer* at *1 accounts maid be eat 134*1 at that tine}# 


-to- 
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„te, stgflt 

TM.» oaasra **ten tfee tadlvtdaal returns from ovarsuas. fill 

outstandiftf; financial recount* are Bottled. 

** •&& . *> ^tfear. haggasg&f 

(li 'Hu* gaining ooaponent prepares an SI* $2, ahieb la 
dorsad % SSS. 

(f) !4» -wuld sdvla* tfca gal niag ocaponant of opur. ftnat.cial 
accounts, but the employee's traftsfer utmla not W t «,i©yea 
for settie*aat of suefi »e©o«Bta, XadLvldftel Is relived 
of roafaawibllltgr for fep Secret documents. 

5* IBA Boproc»e«liia htwgAanag 

*• llMXiaglaBaa iaRg^aL jJUtsgsga&gg 

(1) Whes Admin* Hiff la advised af th# eeparfttieR (fragaantlr 
wl»a It r*aatv«a an SP St free tt* K*A Bvenah) , it t*4*» 
pfcaa** tha Ceuna fella* Eraaefc of Personnel fiaaigaaont if- 
vl aloft, to arrange an Ixttsrvies. 

(?) ffe* Pranefa transits an SF 52 to Admin. Staff) Admin, taff 
*®«da thfe SF St to the Office af Pareemol via tfes Career 
;#rvi«e Board. 

(3) Admin. £ taff »mdo Hamas Bi vision a for* aemoroLtcra. 
giving aa&loe af the separatism. 

(W H»e*a ia m internal HfcA deproeoeaing regarding manor, , 
properly or dacm&m%8,* 

&* military .^*eWBMilX I gagfttiiig. At Eaadhwrta— 

(1) iUtory fmmtmml Division iwitflea Mm af tit* pending 
c«*tpl#tion of a tour af uuty. 

(?) rb# fciSA Braiwfa rabmita an ST $2 to tMJ via tfa* Career 
ervloa Board) Admin. Staff notlflsa :&b via telepteena 
of In# e«g>aretlon. 

<3) thare la no dsprocaaaiag In regard to nanny, propor% or 
dowaoanta.* 


S live© 'the Fanag«R;-.-nt f taff tnfeervtav, 'SA haa h«gas to deprocaea separa ting 
aaplaye^a in regard to fop. Soars! documents «md properly. 
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o. Staff At Headgear tears 

(1) Br***ft estadt* an If St to the Ad*i». I taff, vhieh pro- 
cesses the action as far a staff asplgjr*#. 'the 8 raa* 2 h 
indicates on tha Sf 5 ? that th* ageist fan already him 
gtvffin flnsawdal and security ds*s4*fi»®s. 

(?) rfea «aa« officer srrangaa far fia ano t a l wad seeurit# 4#- 
hrl ftfVsgsj h« advieea MEA Finance Officer of the aspira- 
tion, and MBh Flnanea Officer contacts Finance iirlaioa. 
Finance • iriaior mold a©# the ladiTfidaal to eettla 
accounts* 

( 3 ) Dras» la a© dep ro asaa iag regarding property or damns ;ota. 

d. Oaatrsct £ 8 nta £aairattait ^U^SBMg^l 

< 1 ) Xfcc M Branch ootlfiea /dsiru Staff that the iadlrliaal 
has %>«aa tcmlsiatcd. Branch send* a wswearsnooK to Con- 
tract Faanraaaal • isision, via AdMlru Staff. 

(2) The earn offiear asvaqgaa deproees&ini;, aa for a sepa- 
rating ataff ayasb, 

( 3 ) rhena la no dopre cessing regarding property or deem . .nte* 

•• 9sa^mi§^3Bs^M. i&MsaSam&m 

hafvoeeaaing 1* the mm* m for separating staff aropl*ye :«* 

*. ^aB La BJacaat M 

( 1 ) me station notiflaa headquarters of tha separation} <n» 

SF 55 is ealnlttad ty headquarter* aa for a ataff eupl^at 
•separating at headquarter* ( indicated m SF 52* that 
employe# has had aesurlty and financial dehrieflnga) . 

( 2 ) it vatic* chief (or hla adta&alglnkt&aa peraannai) adadilatars 
security debriefing} obtains a a if nod acoregy agr«a*»(*t 
(thin la seat to haadguarteona) | obtains accounting far 

tm do and retries e* property} individual account® far 
T.S. dsawamtsf iadividaai executes a traasfar on regis- 
tered comments (this la sent ta Kl^tt/P at hasdgaartam) • 

«• Huitwa. iaiiasga^Lte^^ 

(Such peraoonal anal return to headquarters far return to 
the parent savvies.} 
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TO : 


mm£. personnel should r««eiv» the toi deprogsealng aa 
staff a^isyees. 

h. taff Ajgjfljtfi £ timralina la The Field 

f«Mi oaprocsesing a* for staff maple?* e* eftpaaretlng la ttr* 
field, sKaept that it eould be haadlM % * net officer- 

a* Saa^agt jggftt 71&IAsM 

CD Ibe a tation notifies headquarters of the twiednetion, 
sends In * signed sacreoy agreement. 

(2) Q*m of fleer detrlefi the steal, obtains ecMKmting, 

,J* MU* Jfc Kill' ad!' M ||,i|» 1|| ^,1 

fwi* fwicai jtest proper^ « 

J* I MI mlmm* w& - Uitayy rtrwtma 

tha snplagrse rajperdlog norny , property end 
?*£. domiecnts) tt vngr notify the field of p r o perty end sd- 
▼enc«s re-:|®i«lti <moi for the trip* If possible* attempt 
la Rack- to elsse out these account* before the l»dB.Tlftss t 
depart*. 

** S.Uf.f Aatatf,.foiniL.,gimee> 

Cl) Osp# offiosr glees agast * eeserlty oebrisfingj - dal?.. 

. tiff cheeks is fLnanalal nsaorde sand coat-acts the jjadl** 
sides! ?ds*re open accounts exist* dels* f tsff srrs^es 
an intends* for the saint eitfc the Flnmase lieislos 
Cogent horeice £ estlonj, at ehich tine arreagaaeate are 
made te settle accounts. 

{t) 'ropt rty charged te the individual is retrieved, or, if 
apixPDprlste, the field Is notified {coordinated with 
•fflrs of Logistics,* of property the individual’ e taking 
along. Headquarters property reeerds 

i. saBSoslija^ft. tea* iasagg 

Reprocessing is. the s«a« as for staff agents going overseas. 

*• §» i jgac gf jgji ^a aL n.&& 

«lmm the WOP is in assess of 10 days, the deproeesaing is 
the sane as far saosratlone of »uefe esploy«es. 

**• SffiEliatotj, -Sjafraa* .th iM^CSgSJ^iE 

%is normally ©smuts sites an eqplayoe return* to headquarters 
from the field* An -F $2 Is se&nlttedf there is rm dqproeassiag* 

Approved For Release 2001/08/10 *jgiA-RDP78-04718A002400290050-1 

s§afir 



Approved For Release 2001/08/ 


RDP78-0^ 1 8A002400290050-1 




appal ntaant of sgoni) to the -fflae of (’«n»«mX 
C*rmr Sorties lourd. 

S toff notifies Ftnasss Tltieien of the a agars 


•dL JL V 


•t. off agent Is ti«proe»»a«4 «a If seperatlaig 


Ike gaining eowporwfit esfesdto an t>f $S far S8A eeacurra&aej 
as degree casing ta sppiiad. MJ-. Advises the gaining com- 
paneai regarding status of the individual’ a aseoonts. 




( W ttsplareo laftieatea his Intention to raster, to his 
ssparvioor. 

(3) ."ha Sirlslsa prepares sad. sab sits to Us <lsglstles Ad 
tstrative Staff an tr $?. 

(J) Whs ha* ttoff rsetess tfc# if 53 for eowpl stones* , sni 
fomsrda to the office of varseanel. 


or dseamaa&s* either fep the Office >.dwir?. f taff or % 


a? 


£ spree me ing is hsmtlad hf the station. »r*e (iisiaios at 
bMMk|t»art *r» initiates an Sf $f, stiiab Is rent** through 
logistics far information. 

-•3 1 ** 
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otptCL 


The ar*a division prepares the t Jr $t| tfeore is r» defies of 
Utyistla* dsprweosiiig. 

Office of logic ties initiates en £>F 52 far oU IlIGP*s§ te«re 
Is m ri*|>sT»«<o*eing. 

Mm aflt jfc i sggsiMgliL^Bl 

3-* gsa s afl 

th* records saints! nad of aarsag, ntm-expendable property arai Tap 
feerst 4©e*ws its vary ttm arm oampansat %© another. Frcced- ms 
for asdUitaialiif the*® riioarda vary aaong coupon* ate, as da p <U- 
edas r®i«rdl3ag ecwtmlised control, especially Ira regard to ro- 
porty * Th* r words' naiiitainsd by the fire conponarts weed a*® 
cxesplu ia T ehovt. are dessrlfcad below. 

2* gJL&BBBlB 

a. la order to obtain certain Itaas of property (cescras# tape 
record era # class A f arnishin«» ) , an 061 eppleyee writes * 
■ as eren do* ef justifies tlea to ths Bullitt ag Supply Officer, 
me proper t y -Is sed to /(MMatmtlti Staff # uhl afe obtains 
a Heaorea^a fcaoeipt (la sfcplleata) faro* Vm requester. A 
espy of ids receipt { font X&*99) is retained is 501 *s M«in. 
Staff# a*s4 a copy la sent to tits Building Supply ufficer* 

1 tews ubdofet m<b bo Obtaiead dlrwsiSy frost the Kv ^ PWPfirjfeit ## 
tartLefowh s) am net recorded la tbs Oft I > dnin. Staff* 

«b m aa Chi m charged with property separates# th* 

Itosi should remain in his division or staff# mid response 
bllitjy sfcooJUl tic transferred » cn the Oil re c ei pt - to s tees* 
one else* similarly, when pr ope r t y is transferred ultfeir 
061 # the dadn* i> tuffs records sh o uld b* revised to refect 
the transfer, m* CSI pro perty officer issues building 
properly passes, mis individual also algos for# *r4 sun n- 
tains records of# property issued to the Office* 

fe. The 50 1 A uainis trail ve S taff salntains copies of deques ti» 
for Advenes (for foreign travel) and of travel vouchors# as 
well as a south Jy Finance Division listing of eMplsyces t ith 
open, advene# accounts. Adsin* ' toff assists H*en*« in oJ>. 

hid ft Ilii d M Sh-dB JWIIBdlllMSMlM in. "n tin ili ~k * T1 1 ■ 

Pi «V«IW fiCtS&iBfl wlo 
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c. ?ep Se«e| daeuai«n%s in - SI are olwrgi4 directly u ied5- 
vidaal* (Tie signature) by diviaion and mail elsafe. 

AooawntaHUltar abode h* transferred when an Individual 
separatee* or when the dnaun^nt la transferred. 


a* ft; L o gi s tics ! :f fleer sain tain* records of f**p«rty requi- 
sitioned* via a Maaorondu* Sesslyt signed ty tha user. * • 
•l*o nalntaf j w racarca of preparty issued to tha diwieUn. 

Me record* are aaiatalnad of property which ia obtained 
«*i* v «tly fron » m ijply roost % an ii^vldnauU * case oCrioar 
should attain receipts for property which ha isauaa to an 
afsntj however, eontrec* agents do not always provide each 
receipts. whoa pr o pe rty i» transferred within F or when an 
•aplayea charged with properly separates, the It hegiatto* 
Officer*® rewords should ho revised to ref, loci the efe-ang#. 

»•» property la snipped t© a haadyiartars-caat relied pro- 
ject# it ia charged to the ease officer via a shipping #0GII- 
annt { returned, aigne-a, to fecadqnarters} • It is net k anwa 
whether Each case arfte&rs obtain further receipts WJ*®» they 
issue tha property. 

b. K 5 inane ss Of fleer sals tains the following fiscal records* 
isqneatn for ^ttow, travel vouchers, nonthly Finance f i vi- 
sion ataionenta of ©pen account r, and a ^sS*' card record 
of financial transactions rotating to individuals, 

«• Fl hnm&m charge top Secret doensente t© individual* { -he»# 
are eh erg ad to teanahea by the division well *o#*y, ffi**® 
records should reflect thu eurreni status and location #,? 
anal doocnents* 

lu XabsLa ^neorya 

a* Each division of 1£f asintains it* own property records, al- 
though tfcsr® ia a ‘1f$ logistics Off tear* Virtually all pro- 
perly i» obtained via * rewdaitlon, which is amoved % 
the : taff Logistic* Officer* -ban delivered, the raspesftfele 
division of fleer signs the delivery receipt and iHSCorda is 
property a# having Wen received, iiviaien property off c«ra 
do net obtain receipts fros fc spicy ce* to whom thsj issua Lhe 
property lit is ssswssed that the division property ©an known, 
without roeeiptc, wfeer« the property la). So record ia 
wain Ulnae of property which an eaylsgree obtains olreetjfe 
ftw* a swppJy roan (such m equlpmnt obtained for a Til 
trip/. If property i* transferred to another 1SS divlsfeun, 
th- moor-is are alas transferred* if propwrlift is transfcj-rwa 
within » division, the individuals should scviac the €StV5sie» 
p*wp«ty «en* "If has been taking quarterly property 
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ixmr&tsrim. Ti» '316 fcogiottoo Offt ear issues teailaing pro- 
perty pttMit M*w notifies the division prop«r% office. 1 , 
when IttuH a properly peoflf and *he obtain* a sign*; 
»:«M>raadh» Receipt fro* the individual lr*ocpirtl»i lis* 
jarop-^rty «*wt- tlM* is destroyed tsbea tfe* prepare 1# r - 
turned. ) 

1% issues a greet deal of property to other oespuBMant# and 
individuals in other c o a p oaentg. -hen such property io no 
%* twsMtffesved to arothtr Office# a ?i«ope;rly Transfer asu 
toout i Up le sent to the office of Wgistics, traraf erring 
the acseeatj when the property io to be leaned to paraeie 
outside fFt , a signed hewrendas Receipt 'la ebtai mm (des 
not go to the ffic* of Legistloo) • 

b. ?b* Acbotiu Staff maintains the felloeing financial record** 
iCNpeoto for /dvansas, trove l vouchers, monthly Finance : 1* 
viol on llotlngo of outstanding advances* 'IBS controls 
oooooBtlhg; for anvnrcea einseiy , and assists finance £1*1- 
. otari and the wployee la accounting for advances. 

o, tSS « agio try charges Top Secret document* te dtoiolon 
f J& * of floorti the 1 »H * officer in a division, la turn, 
charges tim dooaaent to an Individual (if oigaature) , via. a 
cord Syrian* Individual* resigning ere relieved of reepon- 
slbllity la thos-i record*. 

$* ite& accords 

«u i file io maintained of aeaerraadaa reo-JLpta for property 
Issued to the dlvied.es and mdssucutntt^ Issued ty the Sie 
Logistics Offieor to an individual* to records art' mala- 
tained «t property obtained by as employee directly fros a 
supply reee. the otoe officer vho obtains pearly for e 
protest or m agsr-t sign© o receipt* ha obtains a receipt 
vino hr lijoaeo it to *m agent* 

b. sw/t sadetaiae a cojp of each Request for Advance and travel 
vouch vr, taemthly ; inane a Division listing* of open advance 
accounts s®4 an overall atstesent ef accounts issued «vc*y 
three sea the tgr rinanee . i vision. 

c. Tap Secret decwMnto are recorded by IBs* indicia- 

vega 1 ea- e4 an d* j*% V** J fr_hrMht-V e^rfUStiv euun ah'^fejiB _ etud m ea ja •ensnsy'vajWm^ ? fis* Aj 

tXwJup VI, * a# Jr 'MtWPPtf e>«6 a flX W mm 9 * o^RpMWKnKm O' AS® A w» ur* =■- 

vising tflM of the states of these doowaents and of the 
receipt of T.f • dcciwwts fros ceepouont# other then ME*. 
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6 * ♦*. ia&gMgg. ,fr .wspfr ! 4*jsste)., MsmM 


a. S«pp3j- M vision B>»tnt*l«s ne property records except <*» news 
iteiss of furniture* -1mb» yf o psrlg is r«<mi»itl<u»4, its it 

delivers^ directly to the re<3u*8tor, who sign* * receipt* 

b* Oofiee tf Aoquett* for Advances *mI travel vouchers are 

tsinoe % the hivM&os. onthiy finance iiwislon ststaiM..r<ts 
on open s.ceotmt# a m subedited to the individual, thro**?, his 
biwmel chief, for Sett lament of the ac count* 


Iwdlvldncla sign far top Secret dscisacHtS) those records arc 
not revised spec the owplaysa** separation* 

jj^gamjsC iisfeaju jsaBBn^g 

msMi 


Oewj»#lii*g Bmwah stay resolve nolle* of * separation % roetd.pt of 
* h«p»at for I’wwosnol Action {t.F §*) > ly telephone call ( front on# 
ee^icfiop e or fron the separating mapboy w} , or If a per- 

sonal appearrnca of the cnf&cgroe at Gowoaoiiae Branch. The iS SMZMl 
-abliaboc pre#*dur« for 4upro**aa&s$ staff eupleyset s^paratl*^ 
hoadiparters or going on leave without pay for 60 or ware Outs 
Ml follows* 


An f F $2 ipMm fltnaoa heport, m separations) i# received by 
the 'Office of i mrmnmlt »eoo*d» and Services division, widen 
review# the raewsi for a ocuracy , attaches the eapls?*.- *& per* 
aoiwel folder, and sends to t-osnseiiiig Branch. 

i. CowsftUng Branch rtvlsw* the I F 5- for accuracy of the action 
and dai:, a» telephones the ys# laying office to errant© an 
•art* Interview with tho «nployoo (within k0 hours) . 

3. At tho exit interview, a Report of Bspamticn (for* 37*154) io 
prepare©. Cowiwots car criticise® ty tho eqpleysc «r» reeoro act 
on this Report, "’ha ©spicy e« la instructed to settl* all ihdeht- 
adaeas and dtilgatianc and to return for a final clearance in- 
terview on dry of separation. (if ousacling Smash datamdUw* 
that the sapleywa sight bo placed aissifcerc rather than sopa- 
ratine# the case is referred to PjfcB for placewsn t./ The eo* 
play a» a ratlruucut, insurance and other benefits arc- 
to him. 

1. 3m* deport of l epcratico i» ceded in regard to ra-ewpieyebility , 

tho ssp* rvisr<r* a fitness report ewncents euro trsnserlboa ©n *Jtm 
deport, the CduMsilag frenefc chief reviews the nop® id sm 
oansMsntc ( an the f.epart) upon . the awpicyew’s re-sagi Isgrsbillt . 
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$• the depart ef leparntl m is typed, and capita mr* »*mt be ti-su 
Chl»f, r< r— w «l Aseigsnent t vision (vis office of Personnel 
Pxecutlve Officer - tills copy Is returned to Couseeltnj. Breach) j 
th«n to Riicsnis and ilegvises <1v1s1ob of office of P&rseRnwl 
(which distributee tot the director of F&rnmmml Iter further 
distributloa to tee epjTOprlcte CIA ;«pe^r fciractar, the in- 
spector C«tJ*ral, edleal Z teff sad Off loo of TraJj&Bg), and the 
Individual’# folder* 

6. Oeeaeeltng; Branch Isitiaios d«$»rae*a#ing, telephoning certain 
oospMtonts listed on the Final ?cy»;s»t Clearance Shoot, fen 21 
(See Annex: Fi . 

?* the SF S? I* transmitted to the tfeeords and &«rti*«* - iviedon, 
wnleh proper** a letifleatian ©f Z arsonnol Action (f F 50), which 
Is either sailed or handed to the «ngl*jf©e (registered nail). 

8. At the final clearance inter*!©*, the Final fayawnt Cl&aranc* 
Sheet la ce^ferted, estop t for the Office of tenwitgr and th® 
^ppmjirlat# payroll trench JRm^t Cenneeliag Branch does net 
telephone eteqr Ooeiponent listed on the final Fearswnt C ;se* 
Sheet, Anise* the separating «-«ploy*e tells Counseling Iteneb 
that he has mm obligation to ana of those cosinnusta, the 
s on p o ns nt is not conteotedt Hl/m/f, fcigiwagr araeefe of Office 
«kf tegieii##, benefits and oaeaaltf division, military Feisenasl 
Bliteien, office of the Fireeter of FcrsoBael, lilt Library, 
Fiscal 1* Islam, office of If ary oempenoat wishes 

is see tea eqplcgrcc In eoaooetisn site an oblige tiac, he is 
to tea component, site the Final Faywent Clearance Sheet, ts 
mk*i settlsaant. 

9 * the Isdlvicnal takes the Clearance Sheet to tee Office of tt- 
awsltf for debriefing, t« ecB^joneaite wishing to se# Mm (appro- 
palate signatures are obtained an the Clear amee gfe*et) , and us- 
tec Fiscal or Finance uric is ion, share fee signs and surrenders 
tee Clesrtnce fefeeet. (fh* clearance abaci, site tee if arid 
a final tin* mm attendance report, constitute the appropriate 
Payroll branch* » authority to release final funds,/ 

Counseling Preach proesaarae for deproo toeing staff aapteyees s*pa* 

ra ting evorceas are aa Mlc«ti 

1* The field advisee heodqaartars teat tee ssplcyee will resign, 
or has resigned, on a specified date, 

2« The headquarters component initiate* an f? 52, which la proc seed 
Igr tec Counseling B ranch in the sens naanar as for in eBplapse 
separating at beaaupiaertara, except teat there is m exit ishr- 
wlee, and tec inAvidstal does sot sign tbs Final Fayneast Cloar- 
mmm * feeet. a Keport of Bcperetleei is prepared, stating test 
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tbs asp lapse retterasi Is The field. i&m eCMpsnefit bSlfing Sit 
obligation eharissd to th* eKplagrse mmmm responsibility ter- 
neOCSSS.rF *CtlOS»/ 

If «a ®»plaf a* rsslpss chile e© iW!>F ter 60 or aors da;#, the 
employing ojffte# UftUtt «• an fT $», Shiah Is processed % the 
annual. separation press star®, s© Gotmsullng Iraosto depcsdeselug 
is mmmmgf * sine® sueh an esplqgres will slre*^ havt, been 4#» 
processed as iattssted stevs. if m resigns vfclls on 

IMJF ter fmat than 60 days* the same eeprocsasln* is applied 
by CsuBseliaf branch *• for aa csplcyse separatist overseas: 
ttlssrsaees are ©fei«ia»4 in ahsantia. 


MJ. mmakMmmk smmmk Ma&timSsMl a mM 

ie Britten jjr^edartsi femre bum established ter depths casing of »«ps* 
rating staff agents* sines the Action token generally varies sltii. 

Vhm ftgfiimi loa*-ti©r<* ntcra of the agent's work* etc* Frisco® 
responsibility ter seek coprocessing is cimii— . il by the ©iterating 
oospswsat* tfcswagb its sees officers} Contrast iwmmmX iistefca 
m so adeitor and nsnitor* and handles personals 1 aspects of 
dt^rsosawritn* . 

CI'C proesdtarti. fsr deproccaslng staff agents separating at heati^ertetrs 
is generally as fsllsMsi 

1* tbs ssplegrisc em^assi arranges ter a aa wri ty debriefing* and 
arranges ter the agent t* be lntcrsiestid % Tlmm± : i vision am 
ts raters ptsjierty* 

?• Tbs anpUgriar canpoesat sands an SF $t to Cootrsct ?af*aanai t- 
vislon. (Ike IT $£ states that tbs agent has been dcbarietef , 
and Has s*«s th# Office of f>«o«rity sad Finsnse i)fcetsf ©»» ) C.r.t, 
say* in sons ssssa* dnk *itb F inane* Cisision and f aearitf to 
sates serials that the individual Has b«*a daprocsssed. 

3, CPIi interviews the agent* asks hint about bis reasons for lesviag* 
tie* (be deport of S fpsr s tlo a is prsparsd.) ifca agent la gimm 
terns and latemstleci regarding ftsti r n uBfc deductions, life i»- 
ssrsnee eoim rston and i««Rplcgrnnnt oonpansatlen. 

k* ftea SF 5? is signed ty tbs QtdLad* CF&, and espies are sent to 
Finance stein l®% Sffie© of teesritBrs ttas vnployaa’a folder* 
?*jmms1*s position control unit and CfiC files* 

Cff procedure for dspeoctas^sg staff agunts asperating in tbs fi^M 
la generally as tellmvsi 

1* tbs field adrises tba Heasenarters sgapcsnt of the separation* 

«nd that a Britten resignation »IU be fertbseadeg t? pouch, 
isadea.artors csspensst }>rej5«r«S axtd aubslta to Gentract Ferguoasl 
l del sion an If and tjU signed statssent of reslpsatloA* 
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?• aantec is she h«adou*r urs ts dct«ansin* the eir- 

oums banco* af the separation, tultgfa on o w ?iawsce 14 vision (igant 
JS snriso to ad*!** of tho rs^ 

gardiag fartirasoat d*fa*iions, oeenrersion of itarorei*# s**d 
sa^lof»e»t acmponaatlon to the division (witch mrrm§m 
trwiflndtt*! to the Individual) , m& processes ttoa tet St as for 
an *$«at sejn rating at. Issdqnsrtssft* 

GPP protedare fsa e accessing of staff «apjUgr oaa *fe© are e©nv«ri»§ 

to staff ag«*t*» 

U Tha aaployiAF aaapoasnt suteait# too $F StH (one far resign* -,i<m 
m staff fspl-jf n* ora® for appointment as staff agent), thru sh 
PAD Fl*c«v«ht Gfflesr to OFF. 

2. Going Mm Final rayaorart Cl® •*»***« Shoot (fom 21), Sfli telephones 
• nap O B on t* vfciah sight have records of the SRpleyfte 1 ® obllgaton*. 
%« enplogreo is intoarriokad % O®, end told to talc® th* Clear- 
snss Stewst to eanponont# wishing to «s« hi», *nd to the Office 
of tsswtty and tinsneo Li vision or Fiscal Uvision. Tho **~ 
ploys* signs and surreaders the Clearance Sh^et at ?i nanee 1 vi- 
sion* 

1* th# *? 5 1 Is prooeBSOd by heoords and faerviccs 

risision a# for a staff mpiegras resigning. 


CfD preoedore far dopreossaing a staff agent cowerting to staff **» 
ploy as* m depreoksaiag is applied, sines this is ia th* mmm of 
* roassigaamt mtktar than s separation. The eaplsylag eoagansst 
•ufasdta two ZT $5*s to CH. ; f the realisation St $2 is seat to Fiaaseo 
Civialon*# Agent &**'*!*# bastion. 


JbimmekjJ&steBL 


wm 'pldL<a Li tea? parsoaBbl who are separating at haad^Barteaca 

either to retsm to parent service or to laanra the Military aarttoe* 


The deproe seeing of adlltazy persotswi sspsratiag oversea® is fearwilsd 
by the field statical presuasabty t ha deproe easing applied is the a**w 
ss for aoy staff eag&ayee asperating fraa th* station. Iff® is m- 
vised of, and approves, the separation cotton* The station sands 
as form sr ssrUfiaattana to ifff). Mlitsry personae! going ovsr- 

ftHftr-p 4e* m «*.« -fci5ft8 juasrA r# y»rvy»rvy»ffH tt«3 *h 4 MpTy# MV&t gf 

ffpalp a to flr ererMsSerW 9v*a WWiffl «t* ** stjf vr **-*-iP as*- vs mpi wh»± 

hr Central « 3 rccasalin5 Brand! j «F® cetsm into the prstoseiBf onl; % 
obtaining necessary Military orders. 


prooedtarsa for doproceasiag ailitacy personnel rsoilEplng at iiead- 

tsarWsi. 

1* Sis aonths in advaaoe of tbs end of ths isdividoal’s tour of 
duty with CUt , HW awndft the ««piegrlng component a tom lot! or 
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(&e# kmnm f) • This notification is held in suspense by Wi- 
the offi ep onent is supposed to advise MFC 1 y • opacified oat* 
whether it wishes to retain or release tea individual. EFU 
follow cep if no reply is reesivsd* 

2. Upon receipt of s reply teem the replaying sosponent, MFf writes 
a letter to ti* parent service statist that the individual is 
available far reawslguaent ( or that he's to ho extended; . If 
the Ban'* to he reassigned, military orders ar* requested* 

3* When the silltoxy oi*d«re are rea wived* the indi vidual is noti- 
fied If fflm t md he 1* asked to appear far an interview (early 
enough • 0 porait Ida tls* to reach Ms next station; . 

U* <m the day of aoparetioii, the individual is ecproecaeec If R -v, 
using a Fi»ax Fay went cigarettes Ste«#t (fans 21; . ?lte individual 
ptreeneUy tead-carrles tha Clearance Sheet to the OCE library* 
to the tffia© of Security , to finance division and to hie Far- 
eotstel c ffieer* and he eh tains a signature front each. xPt* 
telephones all other eeapon«nta listed m the Cloerauo# Sheet. 
The employee is sent with the £l#*renee hhaot to ary uoepees?it 
wishing to srs hip. 

5. the individual signs the Clearance Sheet* which la plaeod in 
his fielder |y KFD (not turned in to Fiasaao I4viaia**> . He re- 
tains a cony. 

- gate. yt/f .Fffwal 

'trmsm (processing of staff enployaoa* nilitary personnel and rets# 

staff agents going to, or returning frosts, ov^raaaa aaaignwont} . 

Procedure for processing aeigoiag staff replay eea* 

1. -nployir.g office setsls Ci B a travel Kdsrj CFPB arrssg oa an in- 
terview with the tranreter. 

2* "Hie CPB , J a*m?aB«l See item arranges for the traveler to obtain 
a passport and neeeesaxy identifies ties te cuao atsj telephones 
GCi* Medical Staff* office of Logistics* Office of f retain*:* 

0KB Bap Llbrsxy , and on occasion the «eeployii«g © 0 ®- 
ponent* to d* lamiBo whether mg of these ecepenante have bat i- 
maw teioh rest be eoneiuded with tee indivt dual} telephone* 
the Office of f ereownel position in ventory welt to determine 
teat the trseater la m uavowoherod nods. the arsttUr is 
sent to ary exponent wishing to sac hi*. 

3. the GPS Travel i oetiom rev iews tee travel orders md prepares 

a travel itinerary ) arrange & orders (am copy 

forwarded to ilitsjy Ponsennel .-lv3jd®a;| adviaoa the traveler 
regarding sMpnent of household offsets} prepares an af* cable 


Approved For Release 2001/08/1 0^C[A-RC5f J 78-04718A002400290050-1 

I; 



Approved For Release 2001/Og^UKa}JA-RDP78-04718A002400290050-1 


25X1 C4a 


to %tw fleldj prapara* s. Feeoro of trsmp&rta tloa (ost*- 

*&.fcts94 to s ii-mm* ivialon), and (at final Interview}, giv<* 
traveler traitSpor tat Ion tiek*tc t passport * t «to ( 

k* Jke CIV riatrtte Sectiest briof* the Indlvisaal on tiaamm 

(wthad of #qpa«*t a ta*«a, tUwneto, etc.}; WUphcao# Tinanne 
division, I * mmt& §ranefc to 4ut«r*lae whether there are «fr 
ewtatanclr* obligations chargati to the trav eler (the trave l* r 
la »«nt in f±mmm to nettle such mmmrnmt tic 

Fionas* *1 vision ofrl» Hvor-ah la eontae twd) j t*l#p5eoM^cr«<iit 
•don r«®*rdiag the traveler's account*} arror^ea to aake d*- 
pwdta In tl m individual** checking aecaunti the 

Personnel paattien iroto ry witto note aLo «Tto^r«s 
a * 8t ® baa bit m twa DanMt fro* VQaahered. to iK&vooahered Ames a 
prepare* « ?or*l*n sty ?ata Sheet inolodlnf all inf >r- 

rtgiMtifig allowance* and oalajy, ate. (original and t*o 
to ^isianoo i iviag*a, whiah sends two to the fleldj one 
1® wrrtvo overate* bjr th# travtUr}) proper#* » aojoent 
for Advsfs** (noe eoagxwicr.ta prapar* com) for tmeler to % mm 
to finance to obtain fbadsf nak«e srrarignewnta with the traveler 
re gardin g hi* insurance ano boeplt*LLisatlon| auvtaos th* traveler 
«m preparation of hia travel vonefcar (open arrival oversea*); 
and. advises finance ivlaion regarding the traveler's rainirtin nin . 

5* %• CFi Office of b oonzity rapraaantative briefs the traveler 

In regard to security. 


iVoeedure* for proa«n#ing oatgsiag nUitary personnel am the **-* 
• thesis ,i®r a toff anpleyeea, axe opt that no arraagasant* are nnh* 
regarding the twvikr’a aalaxy* 


Psneeduran for proewsslr* incoming staff and nUliaiy employ oast 

1. Traveler la supposed to report within 1*8 hour* of hia return. 

S* The civ feraanael ‘ ectiani tnkus the travelar* a passport* IH 
eard and «i*Uar doowwsntsi isio the trailer abaw* fcsmsiag^i 
otfear eandlttoisa at the ovorseaa etationi haa travolar sign a 
oortlflaato regarding prop eHgr in feia poaaeaaion (aent to- uffi*® 
of Log lotiea). 


3* fhe i-Ft ravel £ eotioas retrievss tlakat a tuba j advieed tha 
traveler In elation to hia beuaehold affect*. 


finance fectlaui takes the traveler f * feraannel : trans- 


i*. The Cfi 

f«f and Cleamnoo Sheet (fom 3J^| thla la sent to - ; lnan«6 
iivlalon'a p*mU aaetioa, with tha wtanmU w »u infer 
nation aheat) If there* a no 3S“k9» thla la ladBUmt ad e-n *>■- 
aheat - i-aa AtaMne t>j aaaiat# tnvelcr ia prvparlng travel 

TTPTa 'tf* *• ^ # * ajp * M, l iwiviae traveler regarding Inaereme, 
credit onion a ate*) sehadulea polygraph interview. 
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5* The CfB o £ tiso of Locality represent* ttv« doe* act see the 
traveler w&lm as there* # * ’'hold? ttpon M*» 

km&iMtMM. ***** j £ 

*« e , wa s6 

The principal las tt mint eaplaysd by the central adsdmlstretlvs 
OS f Horn m a bswrt.® for d#p*o«®s*ia§ #eparctin* •wiployeea i* the I Inal 
Psysowfc Clearance Sheet, form fl (See Annual 35). A f«w ftgiaicy ssb- 
pciMtnt* an adaptations of thi* few ** a beat* fear their Internal 
depress* »ln§,. The Final Pqp*«&t Clearance Lhaet list* 1? Agency ws* 
penent* t&leh ase ewdweted la relation to lit point*. It ptmiA-m 
the Comptroller*# Lift** { with th* SetifioatioB of Per* 
sasael AOtioa sad final tiw and att ondsnoe reports) an eotbcri- 
satioa far clasring th* wplaye# frm its records, eiac* it i* 
as msaait that el«mn ns the lit points signifies no afeligattonf fcg 
the enplaye® to th* Agency • The Clearenoe Shoot also provide® a 
f awardi ng eddress for transmittal of final psychs#!*, and it son- 
tains a ewrtiflaMctlcB, when signed by the that th® a®» 

playoe haa no indebtedness to the gcvarwwaii* Tho Final Paywenli 
5i®«r*i**e Sheet ones net refer to epeolfi* types of *inieht«is.«S5 e - 
*«cb as |«p*{x?rty, docmsnts, cto. Th# record sadist adn*d by thhse 
IT Offlees of record am described briefer belovj it tfsosld bs toted 
that* as indicated in th# delineation of Counseling Branch presedores, 
sight of those oenpoenents ar« net contacted nalan# the at pars tin 
— Iiliysi indicates a possible oblige tion to or re l a tionsh ip with 

Ma MMBaeecits. 
nss* nw^wiis**f | r* 

B. Offict of Lcsrtnu hsfsrtawu. &SBBL ^rjuiftBe cifMrit&fe &JBBi;- 

Ihs CIA Idfcraaqr controls both books and classified desnenit. t tr- 
eelatlen Bvaneh Is usually hot! fled ebon as swnlsjree is soparsti ig, 
although they have froqawitSy diseet *»r*a that an enplsys* *hsrc*d 
with a b oak or deesment -has left «fcan thay attaapb to retrieve the 
iiast* GmamXiag, branch telephones evtiy two wests with a list of 
Moses of separating asplagrew (iwt of when any already hare left}* 

Is aider to obtain a book, th® requester (or e clerk, an his behalf) 
prepares a raeucat font (far*. 110)* lb# few rsqsirss insert! os of 
the aqplqfee's hedge rew&ev, bet it is net signed* m atteeqpt is 
nsde to verify «t badge msber. ms reqaestor retains a copy of 
this far*, a espy i* ettaohed to the book* sad other sopi -* are it led 
by C iron lottos Branch ty the requestor** aaate and the nans of the 
book** anther. Then telephoned by th* Gconseilng Branch* this file 
is she eked* and calls are mce to th® five OCR branch libraries. If 
the Wflifss is «rfn«pf*d with a book, the C ircdstlcn bremdi sod % o ts 
bin and, if he #en*t product, the book, calls Counseling branch, 
testes are loaned indeftiiitelr «> r for specified periods. The iferary 
loans boohs to b.#cqoarters ccnponents for sfaipaent overseas. The 
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Hhrasy Militates a stuip«ni« file t Sttm Which 11 telephones io«.*v©rc 
Isles mutely. %& piws^r® fer loaning classified dsnsti Is the 
mm. If a borrower 1» unable to return * docesmt# tee Of* lee of 
Security Is notified, tfe wuttpmm file is Mlntelnod fear cleeslfieti 
docmenta* 

c * .if tec* ...Banding i v mtte cmw? 

The Office of icgistici msi-rtalnc four supply * groups*, (J Bui&ilM, 
Aleeit Hall, t Building, iNlrUt £ eliding} white Issue 62 iteae «£ 
mchwc^cndeble# portable jdfoperty to individuals* i-a eRpleye# tea© 
obtains siash pvCperty »t * supply ran mast tip so tetplsyes Preparty 
Xssus accord ( fsm 36-£f) • / espy of ©ash fora >6-?? racet/vad at aiy 
*Wiy waos is filed by tbs 4 ^sliding ee§i|siy rwwif the 4 BsttdUf 
W&& receives teli-phcne Mil s regarding s list of mhm of separating 
Mplayoss free Ccunasling Branch am fro* Central fraMSsisg Stench. 

If# teen Counseling Branch ealla, on «n y&ayee Is charges site property, 
the Building Supply Officer contacts hisa* If tee property eaasst bo 
retrieved# tec aspleylrtf office is advised sad a report of sarwj la 
preparad for tea Chief ©f Supply EivlsAou. If# when CFt mils# an 
asipi syoo la teacysd si te p*sp«r%' # KO advieae Oechml rroeassiisg 
Branch of tee fact* 8«se p f spor t y is Issued 4# a ooqpo&rat without 
ad g nature (such «s standard detes) | tee flho Miatalna m raoords of 
ante property. 


^te as cvenwaa raturaee Is processed by Central r receding Broach, 
he eewpietas a certificate specifying Agamy property la his pos~ 
•MOlwi. Ihe sMp Is used by the lasaataoy# 1 Ispeeal and Ipoelsl 
AsasMta Booties to praparo a 3*x& card flic. Counseling Brans: 
t«l*phe*»* this ieetlos retarding separating aaplsycesf if as sb~ 
plegrss Is charged site property# tea 5 action advises ScwaseHag 
Branch and tee Office of tee Coaptrailer# and ototacta 'tea indi- 
stdasl. If tec property era* t b# returned, a report of survey Is 
written* 

“• 2i£gs-3/. PBaflmwiM* 2m$L <* Ime. 

the Kaedquaut.rs Board of byrvay eats an report* of surra* regarding 
or dersagt x># Agwnay property# or property shite cannot be 
escoimted for. I array reports say be written when • separating ««r 
piayoe is suable fee produce property site White fec*s charge*! by the 
Building Supply Gfflaerf tee ; aerates? of the Seand of' Surssy act® 
te detenalKc tee racyoaidMUty and paewalax? IteMlliy of tec ct~ 
plcyee. Chramaling Branch telephones tea bectetaxy of the Beard y f 
bsrray to da toradne whether ary pending report* *f arty involve & 
separating employe*. 
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£g&a& iM&sml 

.Handies claw rsnses of all overt types of a^tisyeaft si bcndqpnstefs. 
ife* ddbriafiijg of overseas ptwwml is tho responsibility of the 
station chief} ths debriefing of agents at headquarter* is h a a d l -d 
ty esse officers (Office of Security may be requested to 

The C learance Branch debriefs p arsonm l 
having regular and Q clearance*! XI debriefs esqpioyeoa hewing 
cpooial ini' Higeane clearances, and the < f fie* of tcnwsnieattoas 
dstrlefs personae 1 with, cxypto^raphic clearances. M Security m > 
detailed to Central I’rooeesing Branch 4-ebrisfb personnel going 
oversea*. 

The Clearance trench Is notified of separations by the Counseling 
1 ranet* thich telaphnnoB ant than cards the enplcy^e ever with a 
Final figment Cltarsaec Sheet. £t the debriefing, the individual 
term in Ms badge and other doouieenia, reads applicable. security 
He eolations, slgrs agrsoraants, ate. f hv t eourity Officer then signs 
the Cloarancs Sfetcg, which the employee tains to Finance or Fiscal 
Division. 

£IL£ga^jisa 

Credit Onion nates loans to staff sKpleyetts and to Sana staff saints, 
both at headquarters ami la th* field, through its two offices ( 
Wilding sad l bolldlng) . Counseling Branch notifies the Credit 
Salon of separation*, and Control Freossslsg fnad telephones than 
mplsyass art gains overseas, Persons*! hawing oatsttodla* loss* 
she arc separating, or arm going on maternity leave pr HOF (not 

are raruirec by th* Credit Union to sign an 
application for rstireaant rafond tod a poser of attorney (in addi- 
tion to We mpaymxtb agrmmmt signed when Initially obtaining '-ha 
loan)* Fcrssnacl going owaraeea aero required to sign a payroll i«~ 
dwetioa forte. ^>ass ara posted ianodlstcty upon ledger cards. osss 
to oversees parmsami are negotiated through pouch j the Credit lr&®» 
deposits, the soney to a headquarters basic accou nt. 

&ha* telephoned ty I'ottns cling breach or CF1, the Credit Union cfe -err 
its open lean accounts, and a ska the obligated anployoo to sab ,nmm 
«na gsnant to repay the loan, as sail an signing the fora* spccufied 
above. I'n cane cases, tfcs Credit laioa refers debts to a collection 
ssaMcr. 

Office .of Current IntelUgspcg. & pedal MsMUsmS^mSlM. N^ Wfe 

This branch debriefs all personnel having a OOHJLKT clearance who are 
separating, goiat on Wf or going owarsoas (If the ^osesass will 
act bo reqnlred). Id® involves only staff eogdoy^es, military ^r- 
soneol and consul ta*ft*. T h* Special latolligsnnn t eourity Branch 
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e«pi«8 of «•* «Ko Mat to ewreeas r«?oottdr*. ttent on 

Indefinite loon era oh* eked **l-ar»ialljrj * raedgn** 
lion* tomiJ over reopens IMllty to another raplar** % telephone. 
’*km telephoned % Cwumoltnf Branch or Central Pro® rasing Brantfe. 


d*f*ra#nte and ether eelratlv* ram®* ratter* - he* h*ea tmnererred 
te the Feraewiel iraftfrawt iuppert Varch. ffcla Branch 

dee* ant receive Inferaatlor. rag«wMLnf separations or werarae tre- 
**1 ef draft deferred personnel* Hie £■ export rreeofc 1® eeppoeed to 
retjrt«r® draft errde end caret* which entitle draft deferred pttnnnrsel 
to «e erararaa. 


This division recede** ©ell* ragardis ., — „ 

Central Preerarfeg Brenefe) **r~d regarding separating agent® { fro* 
Contrast feraera*! i trlel<«0 • It la 
If Ceeraellng Braaeh* CeaMSag Frans* eeotaeta BSf when a *#p»- 
rafcsr Indientss that he ha* Inearanra*. the Benefit* and Oaraalty 
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I maintains records of Insurance) * tim advised of « separa- 

tion, it contact* tho tasunmoe ooe^any to oanool insurance. 

IN* Training literary 

*teen advised of n separation (®ajr tee sailed Ip Counseling 3mm hi , 
iown records are checked. 'hen * separating individual has * bosk 
oo iadsfiali# loan, «rraog<*M*Rt la made tef telephone to transfer rc- 
afQMdUlity to taother smpXnrss. Central Processing Branch t*-l - 
phones regarding oesrseas travelers. 

s * i mm iter > in*lvv 

CsuaiMillnt Irsaote tsoznalty hhl»«« tho Smartly ItvSsi&s esofc -#»> 
nasday of j^rsasnel Mho srs separating or the foUoviSi .^rUMp; 
Isemrity llvlston. arranges to d starter those having a orypcofrajluc 
eleanane a, venssnnei with this clearance who separata overseas are 
debriefs! % a responsible individual in the area Mho teat the clewr- 
«ae* f using a osterlefisg atataaent (sea Annex H) forwarded hp Coes© 
(If tin* peraits). 'itea debriefing steiowent Is fterearded to fwtssi- 
faartera and placed In the individasl* a security fils. If an **- 
plcyoc teasing ths clearance separatee prior to debriefing, tho form 
is sterilised sun Belled to hi* for completion and return. Umar's 
eeurity livtslon mm stakes periodic cheeks %a determine eontissed 
scad for clearances. 

°* ELMMUMmm. Ms wmtem 

Receives notification fro* € antral Processing Breach kteon nspl sy^-ss 
are going or® races* ar.d occasionally fro* Counseling Branch on a pt- 
rattasui and QKJP* 11 clears auate aapispsea in regard to fop teegret 
dacmnnts f regulatory naterial, arehivee or fils notarial Mfcdeh it 
has issued and charged to the individual. ajgpisjr««t going nntn 
are not pamltiad to take these temmmA,* nth ths*. tho* locust,* 
sienataros ore otetafasd on all such dsoBM&at*f a f *• . tommmA at 4 
regulstloas manual Is receipted ter * division sail else*, who ote*»ln* 
signature from ths retxtester. A sepereting empire 
la recaadrad to account for the itesp El signs ths final Payment 
CUjranse t tenet, £*oisa €*u»eliag Branch dost not normally call 
MXj/ 11 receives so information whan the recipient of s ooeuaeaft 
transfers It to another aeplcysc. 

Certain dosswatts, ««ah as ca m e l s* can tee obtained tgr personnel 
cweiVMM*. Those are transnittad ty Wt vis pouch* and are headier 
as registers! dosuaentst inoludad is a receipt which must tea sig-tod 
tey the re^nes tor and transmitted teach to EX at boadtjuarters (e©s| 
tea** at station). RI recalf as a sead-ennual accounting for such a»« 
tartal. uteen an sagltgrce holding mete material separates overeats* 
tea altteor poacteet tho do aunint back or tmasfsrs asamatatllity to 
anettesr esployc« at tte* station Tty slgnaturo. SI. does not rocolv* 
Infomatlon rogan£Lng ©note separation*. 
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All wiftbfiw! »«| arattng eaglcy &«* are aiaat to Fiacai livtaion, lay- 
nil Broa ch ty C©\aw«llaB Branch (which I' la&aae • ivi* 1 ©tt 

regarding poaalble wwotwfcerod obligation©) , with tho Fins*! Fay* .-at 
Clearonc© Sheet (font fl). Finance rMatii tslopfeomaa Ft«s«l #s« 

* c leering t«spl^#a hu an Ci ebligatlonj Ftaoal Uviaisoi down* t 
call FlMnet ©a voMfeorod obligations. 

#hm « aoparator appears, the Fiscal Divisions Payroll branch o':*©** 
f*r i«wv« Sjv&el&aicaoo, m?I» the aeporator If few** tjowalod, detor* 
idnm whore to well final ohacfea, ©opladiia final MfWt, rwttrtfc-ent* 
•is. If thr wepatmtar haw trawalsi, Payroll Branch telephone# 8b* 
travel Branch of Fiscal I; l^alon, and osnda tli? aapatwtor 8# ^i v ®l 
Branch if there** an oj»«n oooownt* If the a operator oannot or will 
not settle oblige ticmo, M» final pcy cho o bo and retirement (fiatal 
•ends * h«©noat for Recaway of I aht in© tba Suited Slot®#, for* 

Sf 280$ to the Cl «1 Barela© Cos»i©aien, aloof with the ©aployea’a 
iwtl*e»wA record) are a*Mp»ad* If fond* ©r» oot euffioiaot, ih© 
ease 1* tamed ow«a* to th© t eaaral Cownaol* Payroll wigs* the Final 
Payment Clewranoe hheet, an* %id» foam la retailed in tha individual* a 
folder Is the eg roll BfOi*<8b J^o im If the %a»ay ow«» th* indi- 
vidual aoney , a chock la went to l»i» at a later datoj/ Final pay- 
cheefca are mail*! to the employ sc, after the notification of Feraewnel . 
Action (Sf $0} t* r toad wad* 

fe. mta* at m kmmmusz* J %S*SS* I (i <*• wrttten preoodor^, 
at tankad aa tmm I) 

Use operation* » 4 I4ala»a branch of Finance eoavdlnatoo Pimm* t-i- 
vision deprooaaaiiig of aoparetlng employ aos. <i di* Branch i» vmm.Uf 
netLfUd by tolaphoa© of s«j oration of wadworod and wnvewdwrac 
all wsvewateartd personnel hand carry the final f^naoot 
CleWNMioo Shoot to S ranch. e&L Branch notifies the? Aoeowat* 

Branch and tht fayrall and "ravel Branch, which reel aw ©one It 
ocoowctc in oil#, tha ©nplaye© nay havo obligations and «d>ioa t 1 
of the atatis of aeeoanta. if inf ©motion ia not available regfrdlng 
funds the Indlvidoal nay hove ree*iw«d i® tba Hold, * ©able i© 
sent* If the aoplcyoe baa an oblige tlon® V local Hviaiaa i« ad»i*«d, 
«rtd the anplay^a ia anted to appear at oadu Branch* At 'the Interview, 
ar pan gnaanta «*w s»4e to ©wttls tha indefetedn^aai if the individual 
-pm* k« to aofeod to eigr an aetaewledgcoost of indebtodois# 
(I'inonoa i'iviaio.i'i few f©-(fc, Eae Anne* I), which la *<wt fa th* 

Agent teowio* Section or tin appropriate payroll aaattn for deruc- 
tion from final joy* If tfca indehtodnaaa io greater than the t».elr 
pssy, tot ©an bo recovered ty r«tire*e«ut, a fom Sf t80$ i* a«mt to 
tho tiwil Service CeMsiaalen. If m ftod* are available to wotr 
the debt, and bb« oaiployeo cannot or will not pay or agree to jm» 
mm- ia referred, to tho chief of Finance l-iviaion, Who any Jrvftcp 
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*> m&h&t n§ crwpomsRt, ( enaral CmmnL, #ta* {Ho tat nflii asy 

sm& oentowrt. p m ftm m &l hme m rstirenant, or lack t© 
** i 9 14. pPfraPMigr «rr w» jk«to pps URot too #Jul 
obllg attoas #e tiled, y&L Brandi etgm tb# Fl.mil Psynant Cinerama 
Sfcoaft, which th* twj-l«ya«r taka* to, and turandara «%, th« Payne 11 
•** f r*r*l %«n#fc« «ft«r art «»$>JUy«ta Mpsrotas in ifea fiald, ?s- 
» « nc* yttdeior pysaitsa notification , and checks its fcoaKtqpiartara 
wwmpda for op* account#. 

• m aOeSmaL L lEMgc^. iMJlxa: . • Ir cgt 3ar upon. Smsmlnas 

(¥hin listing 4&m mot tmlvdc. confidential Funds h adulations, all t f 
uteUfc am bai**® or will b# nsaclnoed., 


MatearUffl Mmte&sm 





isMstl 

£ seuiitar groc m iac of cars carnal sans, ratios 
or going iiOP 

tar# and aa# «f offlaial data 
lost offloa bases 

J j'.a ir siiinnf a *MsaiiMaHH»aMn'4' aa 

j roeuasing of persemal actions 
Iwaiddny and dcpandoncy report 
' fewalnaUoa and final «l**r«ne# 
trlfevencw and sanplalata 
I t>p# ration relative to Military a*r*|c« 

S emanation from tha Can-owr $ taff 
fiinaaa roporta 

Sf JS 15 i «» -j am. jwa^A. 

# « Urmil 

lamination pay for aoecrued lenri 

L«paratiofi of * snplojreo** mmm&t in fas# 
af MU'* entry Into nllltaxy ssrrtee, and 
security toadnatim; 
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